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AASIS Overview and Basic Navigation
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Course Map

Introducing AASIS

User Personalization of AASIS

Logging On and Off AASIS

Entering and Saving Data

Working with Multiple Sessions

Understanding the AASIS Window

Navigating Through AASIS

ESS and AASIS Web Usage
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To access AASIS Support Center AASIS Support Center web 
site, go to 
http://www.arkansas.gov/dfa/aasis

AASIS Support Center website
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AASIS Support Center website

AASIS Support Center (ASC) provides support and training for approximately 
30,000 state employees and over 200 state Agencies.  

The ASC website allows you to stay informed through system alerts, 
newsletters, and updates as they occur. You will also find training information, 
forms, employee self service, useful links, and much, much more.
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EEmployee SSelf SService (ESS)

Click on ‘ESS’ to access 
the AASIS on-line system.

Employee Self Service (ESS) provides employees with individual access to the 
following:  

•Pay statements
•Enrolled Benefit Plans
•Leave/Sick time accumulations
•Personal information (i.e. Address, emergency contact)
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Click on ‘Link to ESS’

EEmployee SSelf SService (ESS)
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EEmployee SSelf SService (ESS)

NOTE: You will need an AASIS 
password to access ESS.  
If you do not have a password, call the 
AASIS Help Desk at 501.683.2255.
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EEmployee SSelf SService (ESS)

3.  Click ‘Logon’

1. Enter Login –
Username

2.  Enter 8-digit   
Password

Note:  English 
should default
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EEmployee SSelf SService (ESS)

The ESS Welcome Screen is displayed.

You can view your Leave information, Benefits, Paycheck inquiry 
and Personal Information by making selections from this screen.

Amy K Anderson
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EEmployee SSelf SService (ESS)

First 
Page

Exit Open 
All

Close 
All

ESS Icons:
Exit:  Exits from the current link

First Page:  Takes the user to the Home page

Open All:  Expands all of the available options

Close All:  Closes all of the available options
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Click ‘Working Time’ to view 
Display Leave Information

EEmployee SSelf SService (ESS)

Amy K Anderson
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View Time Account information for Annual, 
Sick, Holiday, Birthday, and Catastrophic Leave.

EEmployee SSelf SService (ESS)
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Click ‘Benefits’ to view 
Participation Overview

EEmployee SSelf SService (ESS)
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Click on ‘Cost and contributions’
in order to review Contribution 
summary 

View your 
employee 
Benefits from 
this screen by 
clicking on any 
participation 
Plan.

EEmployee SSelf SService (ESS)
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View detailed 
information on 
your Benefit plan 
and deductions.

EEmployee SSelf SService (ESS)
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Click ‘Payment’ to 
view Paycheck inquiry

EEmployee SSelf SService (ESS)
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Select the payroll 
you wish to view.

Click ‘Display results’

EEmployee SSelf SService (ESS)

Note: You have 
the option to 
display current 
payroll results, 
last payroll results 
or display results 
in a specified 
period by entering 
a from and to date.
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Click ‘Display remuneration statement’
to view results for the selected period.

EEmployee SSelf SService (ESS)

Select the 
Zoom-In 
button to 
display
full view.
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Note: You can 
scroll vertically or 
horizontally to view 
more payroll 
information.

Amy K Anderson
207 Katie Lee Lane
Pine Bluff, AR  71601

Lee McCoy

EEmployee SSelf SService (ESS)
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To print Remuneration statement, right 
click and choose ‘Select All’.

EEmployee SSelf SService (ESS)
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Once page is highlighted, right click and 
select ‘Print’.

EEmployee SSelf SService (ESS)
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Choose the Layout tab and select Landscape Orientation.  

Select ‘Print’.

EEmployee SSelf SService (ESS)
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Select ‘Print’ to print 
Remuneration statement.

EEmployee SSelf SService (ESS)
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Select ‘New selection’ to view additional 
or multiply payroll results

EEmployee SSelf SService (ESS)
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EEmployee SSelf SService (ESS)

Note: For ‘Last payroll 
results’ option, place 
the number of payrolls 
to be displayed in the 
field.

Select ‘Last payroll 
results’ or ‘Results 
in period’ to display 
additional payroll 
periods.
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EEmployee SSelf SService (ESS)

Select ‘Display results’ button.
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EEmployee SSelf SService (ESS)

Note: You must choose each individual period and 
select the “Display remuneration statement” 
button to display each pay result.

Select ‘New selection’ 
button to display pay 
results for a specified 
period.



Employee Self Service

An AASIS Training Guide-AOBN AASIS Overview and Basic Navigation

08/06 DiAnnette Scott
8-28

Click ‘Personal Information’ to view 
results for the selected period.

EEmployee SSelf SService (ESS)
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Click one of the ‘Personal Information’ 
tab to view information.

EEmployee SSelf SService (ESS)
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To Exit ESS, click on 
the Quit to exit the 
AASIS on-line system.

EEmployee SSelf SService (ESS)
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Training

Click on ‘Training’ to access 
course information.

AASIS offers a range of instructional resources which includes online 
courseware, “hands-on” training classes, and extensive online resources to 
support independent study.  

Classroom locations and directions can also be accessed through our ASC 
website.  



Employee Self Service

An AASIS Training Guide-AOBN AASIS Overview and Basic Navigation

08/06 DiAnnette Scott
8-32

Training

Courseware allows you to view 
classes available through AASIS

AASIS Modules, Courseware and Tutorials for each individual class offered 
can be downloaded for class and independent usage.  

Training Guidelines and a Suggested Training List is also available to help guild 
you through to find training that’s just right for you and your role in AASIS.

All courses and labs available through AASIS are provided.  A Waiting List is 
also available for classes not currently scheduled. 

Note: If a course of interest does not contain a checkbox for the AASIS Waiting 
List, the course is Under Development or provides a link to access material 
download.
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Training

Calendar & Enrollment allows you to 
view AASIS upcoming classes.


